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7. If you want to change the choices for a yes/no, multiple-choice, or select-all-that-apply
question, double-click on the question in the table

o The Choices window displays

urpose and scope: Chiices

SF Elher 4 tear

Deshiop
Laptop
tiobie Device
File: Server
= External Meda CR-ROMS, DVOs, Flash drives, gt

s

-

Figure 4-37 Choices window

8. Double-click the choice you wish to modify

¢ The Choice dialog displays

.

.

Filter o Cloar
Chiices

Not Apphicabld

Figure 4-38 Edit the choice
9. Modify the fields as needed and click OK
s  The changes are saved

10. If you wish to delete the choice, select the choice and click Delete

s The choice is deleted from the question
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Changing the Order of the Questions in a Hold

1. Go to the hold within your current case.
s From the Legal Hold home page in the Cases tab, double-click on the case name
o A list of holds in the case appears
s Double-click on the hold name
2. Click the Hold Questions tab
s The list of existing questions displays

e The default order of the questions shows how they are displayed in the questionnaire.

s To return to this display order, double-click the Display Order column header

Hold Questions|

F =
slHokd Questionis. ||| e .- . Disploy Order
Gli 3¢l Purpose and scope Have you read the Purpese and Scope of ... Multiple Choloe

2 gl Understand scope Do you understand the scope of the prese... | Multiple Choice
: nderstand records fon policy | Do you understand HotMe's Records Rete...  Multiple Chaice
tore documents on desldan Do you store documients on vour deskiop .. Multisle Choice
tore documents on laptop Do you store documents on your laptop c...

Multiple Choice

E tore docurmnents on email B0 you store documents on E-mail (incled.., | Multiple Cholce
1 7 4l store documents on external drives | Do you store documents on external hard.., | Multi
28 4 stors docurnents on external media | Do vou store documents on external medi... Multh

LR ENE Y RN E S TR I

:
ple Cholce
Htipte Choice

Figure 4-39 Reordering questions

3. Select the question you want to move to a different location in the display order
s You can select and move multiple questions at the same time

4. Click Move Up or Move Down to move the selected question up or down in the display
order
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DELETING AND REMOVING QUESTIONS

You may need to delete a question or remove one from a hold.

Deleting a Question in the Question Library
To delete a question in the Question Library:

1. Go to the Question Library

2. From the Legal Hold home page, click the Question Library tab

+ The list of existing questions displays organized in folders

M" [fidok, Cietion Library

. Mumpie ﬂmzce k

& Understand 5COpE Do wu unterstand the scope of the presewm Multiple Choice
Uiy Understand records retention podicy Do you understand NotMe's Records Fetentl... | Multiple Cholce

’ ‘s Store documents on desktop Do o store dog on your desktop £o... | Multiple Choice
; ki Store documents on laptop Do you store documents on your lBptop com... | Multiple Cholce
; B store documents on email Do you store documents on E-mail (incleding,.. | Multiple Choice
il store documents on external drives Do you store docurents on external hard drl... Mumpte Chuice
i, store documents on external media Do you store documents on external media (... | Multiple Choice
2k store documants on optical media Do you store documents on optical media (C... Multzpiﬂ Choice

i

!

B

F m [ store documents on mobile Do you store documents on your Blackberry, ... Multiple Choice
Ld 11 % Store documents on personal equipment Do you store do or) pRrsor iprr.. | Multiple Choice

Figure 4-40 Question Library tab

3. Select the question you wish to delete and click Delete

s The question is deleted from the Question Library

Deleting a Choice for a Multiple-choice Question
To delete a choice for an existing multiple-choice question:

1. Go to the Question Library

2. From the Legal Hold home page, click the Question Library tab
o The list of existing questions displays, organized in folders

3. Double-click on the question in the Question Library window

s The Choices window displays
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4. Select the choice you wish to delete and click Delete

e The choice is deleted

[

Filter <) Clear

Ho

.

Figure 4-41 Deleting a choice

Removing a Question from a Hold
To remove a question from a hold:

1. Go to the Hold Library
2. From the Legal Hold home page, click the Hold Library tab
s The list of global holds displays

3. Double-click on the hold name

Rﬁﬁéafﬁmabbwt .

o The tabs change to show options for creating or modifying notification text and

questions in the hold

4. Click the Hold Questions tab

s The list of existing questions displays

Clear

Hold Questions o e e T ; Te | DEdley Odier
Purpose and scope Have you resd the Purpose and Soope of L. Mulbole Cholce. 0
‘ 4 Understand scope Do you urderstand the scope of the preserv... | Multiple Choice @
# Understand records retention policy Do you understand NotMe's Records Reterdl... | Multiple Choice | 0
‘ 4 Store documents on desktoy Do you store documents on your deskiop co... | Multiple Cholce © 0
‘ i Store documents on laptop D your store documents on your laptop corr.. | Multiple Cholce | 8
4 Store documents on email Do you store documents on E-mait (ncluding.., | Multiple Choice | 0
Store documents on external drives Do you store docurments on external hard dri.,. | Multiple Cholce 0
i Store documents on external media Do you store docurnents on external media {... | Multiple Choice 6
‘ i Store documents on optical media Do you store documents on optical medis {C... | Multiple Choice © 0
s Store documents on mobile Do you store documents on your Blackberry, ... | Multiple Choice 0
s Store documents on personal equipment Do you store documents on persanal equipm,.. | Multiple Cholce | 0

Figure 4-42 Removing a question from a hold

5. Select (blue-check) the question you wish to remove from the hold and click Remove

Questions

s The question remains in the Question Library but is no longer associated with this

hold
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Removing a Question from within a Case
You can also remove a question from within a case. To do so:

1. Go to a hold within your current case

2. From the Cases tab on the Legal Hold home page, double-click on the case name
s A list of holds in the case appears

3. Double-click on the hold name

4. Click the Hold Questions tab

o The list of existing questions, if any, displays

Remove Cuestions

i Hold Guestions? : liame Text
i 1 uﬁ? P‘u‘rpose and %&pe Have you resd %e Pufpose éﬁd Sccbe uf v | Multiple Choice
[ 2 g Understend soope Do you understand the scape of the prese... | Multiple Choice
Undersiand records retention policy | Do you undertand NotMe's Records Rete... | Muliple Chotce
Store documents on deckiop D9 you sors documerts on your deskton . Multile Chaics
Do your store documents on your laptop €. | Multiple Chaice

Disnlay Order

ull Stare documents on laptop

i Store documents on email Do you store documents on E-mail (includ... | Multiple Cholce
Store documents on external drives | Do you store documents on externad hard...

B« Store documents on external media Do you store documents on external medi.,  Multiple Choice

R R R P - Y

b
Multiple Choice
i

Figure 4-43 Removing a question from a hold with a case

5. Select (blue-check) the question(s) you wish to remove
6. Click Remove

s The selected questions are removed from the hold
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SELECTING CUSTODIANS FOR THE HOLD

Now that you have your questions created for the hold, and you have your appropriate
custodians added to your case from Lesson 3, Cases and Custodians, you can identify which
custodians to notify in your hold.

You can select the hold custodians from the global custodian list or you can create a new
custodian from within the hold.

Even after a notification is sent, you can add a custodian to a hold. However once a
notification is sent, you cannot change questions or remove custodians that have been sent the
notification. This is to preserve the integrity of the legal hold process.

Selecting a Custodian for the Hold from the Case Custodian List
To select a custodian for the hold from the case custodian list:

1. Go to a hold within your current case

2. From the Cases tab on the Legal Hold home page, double-click on the case name
s A list of holds in the case appears

3. Double-click on the hold name

4. Open the Hold Custodians tab
s The list of custodians in the case displays

NOTE: Every custodian and hold is assigned a GUID (a globally unique identifier),
which enables accurate tracking of this litigation hold.

.
Bport i b Y2 Aod Costodians Remove Cistodian B ReséiCustodian Etriail e “}C!aar%

Hold Castodian o Display Mame - vedfisble  Eoalled . Resgon.. . Stete  Fustame  Ihipls - Lagt Name Pringy Eral Addiese : -
! WG ten Jones . . ‘ . Emal e en . e kenonesmlensinold locesl | EATARUSACOODDTARSSAEPEE AR IARS D
"%Gem‘f Siliet . - Email S... | Geaff Shittet . skl b i loca EATH DCRGCDDGAED!
3 4B Larry Watler . . Emall 5... | Larry italler torrywmlier DZAFADUDDTYB0 EF
4B Jeff Wttt - * Ernail §... © Jeff Bkt . incal | GOB47AIBUBCAE74ERZ621DAE4CADFIRE
5 %8 Sharon Watking . « Email 5... | Sharon Yatking sharon, b HO2GUTIFIANT RO IOFEFFASIABEABADZ

Figure 4-44 Hold Custodians selected from case list
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5. Click Add Custodians

s The Case Custodians window displays with the Case Custodians tab selected

legaCorm 1: Hold cusiodians | Cas Lustndians ‘

Coise Custbdisng Lisglay e Vecifinble Fiestlimine:dnibials dlast e o Briiari Erial ddress: o ‘ Lieated i s . i
| Ken Junes . Ko domes Fer jonesoisoatiold focal Mo, War g, 2005 115558 Al EARABISALR0DIACASAEIRERFIBBEC 0T g[

B Gaoff Skiliet Geoff Skiltet geuf.skillev@legaliiold. lecal B, Mar 09, 2008 11:58:13 AM | 420DEBREALET844BODEDCBOCDDISEDS %

il Larty ‘Waller Larry Waller farry.wesllar@legaihold.iocal Mo, Mar (9, 2008 11:58:25 AM | D2AFADODDCIR0B4BBOGERN6RFEBIBCER i

. Jeff Mchlutt Jeff Mot jeff, al Mon, Mar 09, 2009 11:56:30 AM G0B47AIBOBCAETIER2621 D4EACADFIEE %

& Sharon Watkins Sharon Watkins i b Mon, Mar 09, 2008 11:58:53 AM 3026477F0AD72CA39FGF7ASDABEAS4D2 E

|

Figure 4-45 Select and add the case custodians

6. Select (blue-check) the custodians you wish to associate with the case and click OK

s The Case Custodians window closes and returns you to the previous screen

Selecting a Custodian for the Hold from the Global Custodian List
You can also select a custodian for the hold from the Global Custodian List. To do so:

1. Go to a hold within your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name
s A list of holds in the case appears

3. Double-click on the desired hold

4. Open the Hold Custodians tab

e The list of custodians in the case displays

Femive Custidian 4 RBedet Custodian il
 Verfiable  Emailed Respon.. o Stdte | First Hame
. Emala. Ken

it #2 add Custodians
Disnlay Hame
i Ken Jones oy .

.
Jpoes ken jones@isnaihold ncal

i

Privany it M;i‘ress, . L : .
 EARMBIGACTONDIARERAETREAR I ASTIOIT
4 EL1E CEOTDH!

o Hold Ciigtadians

‘ e Geol e » * il B, | Ge it e i

4 Geoff Shillet Email 5... | Geoff Skiflet .

W Lavry Waller . * Ernall S... | Larry Waliar larry wealler@ local : D2AF4DODDCSEN BEIBCEF
i Jeff Mcliu . - il 5... | Jaf i jeffmcnuttilegathold.local A3 £
A Jaff Mokt Email S Jeff schuty £f, ttilegalthold.local | O0B47AIBOBCAETAER2E2104E4CSDFIBE

02647 IFOAGT2CABOFEFZASDABEAZANZ

Watking shraror,

Sharon

45 @ sharon Watkins Emai 5.

Figure 4-46 Open the Hold Custodians tab

5. Click Add Custodians

s The Case Custodians window displays with the Case Custodians tab selected
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6. Click AHll Custodians

All custodians in the global custodian list appear

G Creand : i

o0, Mar 0o, 2000 115758 AM
Mon, Mar 09, 2008 11:58:13 AM
Mon, Mar 0%, 2009 11:58:25 AM
Mon, Mar 09, 2008 11:58:39 AM
divcel | Mon, Mar 09, 2000 115853 AM

G
 EAPABTSACTSOD14EGRE AR TRss ey
420D6RBEALBZOB44B0060CA0CHOYEEDS
DZAFADODDCSE0848BDOEINEBFEEIBCEF
SUB47AIBOBCAETAER262 1 DAE4CADFIBE
JU26977FOANT20A39F6F7ASDABEAZSLZ

aiﬁplay Hane
Ik “@ Ken Jones
2 9 Geoff Skillet
(43 %4 Larey waller
4 Jef Mottt
5 U8 Sharon Watking

‘ ver&fiabtel Firsi flanie wuals
fen
Geoff
Larry
Jeff
Sharon

Lagtiame o Pomany Emall Addross:
Jones | kenjones@legalhoid lncal
Skiflet w0ff, add. et
Waller
Fchutt
Watking

larrywalier@legalhold. local

inff. E?

sharon,

Figure 4-47 Select and add the custodians from the global list

7. Select the global custodians that you wish to associate with the hold and click OK
s The Case Custodians window closes and returns you to the previous screen

The selected custodians are associated with the case if they were not already
associated with it

CREATING A CUSTODIAN FROM WITHIN A HOLD

There might be an occasion where you wish to create a custodian within a hold. It is
recommended that custodians be selected from the global custodian list imported from the ECC
database; however to create a custodian from within a hold:

1. Go to a hold within your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name
s A list of holds in the case appears

3. Double-click on the desired hold

4. Open the Hold Custodians tab

o The list of custodians in the case displays

Hotifieation Tedd . W Hold Custodial

Add:Custodiang

4 e Jones
4 cooff Stillet

- Remoie Custodian: o1 Reset Custidian
State:

els

Ematl 5...

Medfiable  Emaded Pespon,

. . -

o Fist flame
fen
Geoff

| Intiels: Lastlimme
ey
Skitlet

- Primary Emdil Arddress

Ben jonesdlenelinld locsl

gaoff skillet@legathold local

EAEISISCIOIDIEusAETRE AR S
4ZODERREATR7OSARODADCRNCDISEEDS

‘iﬁ Larry Waller

Emaif 5... | Larry

Jeff

Waller
Mttt

larry.vaaller@legalhold.local
i, {d.tocat

D2AF4DODDCYBOB4BBDOEINERFEBIRCEF
GOR47AIBOBCAE AL D4E4CADFRBE

&% e Mo

Ermait ...

L *ﬁﬂ Sharon Watking

.
.

. Emall 5... | Sharon

Wathins

sharon.watkins@legathold.,.

302607 7FOANTRO430FEFTASDABEABADZ

Figure 4-48 Hold Custodians tab
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5. Click New
s The Custodian dialog displays

Figure 4-49 Create a new custodian

6. Fill in the fields
s The display name is required
7. Click OK

o The custodian is associated with the hold and is saved as one of the custodians in the
current case

e It is also saved in the Global Custodian List

Adding an Email Address for a Custodian from Within a Hold

You can add an email address for a custodian from within a hold in the same window. To do so:

1. Stay in the Hold Custodians tab

e The list of custodians in the case is displayed

| mew MR add Costediaes . E Rerave Custodian s ¥ Reset Chstidian S0 ERail Eiltgr d Claar
b}q ’ém&x’tecﬁ‘ Respop.. o Srste o it e mmzs‘ Last ame ,an,angﬁ‘mmmddz’gss, ‘ GUL

. Erels. ken Tones benioresdlenslholiion] | EARISTSACISDDIAESSIETREARIESSECY

Huld: Clistodiat Digrilay Narke e
B Ken Jones

-

(2 9K Geoff Skillet * * Email 5... ' Geoff Skillet geoff, local | 420D688EA1870B44B06DCE0CDDRGEDS
3 @1 Larry Waller * . Emall 5. © Larry Waller larrywalie DZAFALODDUSBUBABBDOEINEBFERIBCER

4 “%Jeﬁ MOt . * Emall S... | Jeff kit el montt@legaihold.local | S0B47AZB0BCAETAEER621D4ESCADFIRE

» M FO2EYTTIFIANTECATOFEFZASDABSA34D2

Watking sharon,

Sharon

Ernait 5.,

LS ' Sharon Watkins

Figure 4-50 Hold Custodians tab
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2. Double-click on a custodian name

The list of email addresses belonging to that custodian displays

Baby

gl Addresses

. ladtpdd
Man, War 08, 2009 115047 Ap

Figure 4-51 Adding an email address

3. Click New

The Custodian Email Address dialog displays

Emait xxdzlr%sm

Figure 4-52 Custodian Email Address dialog box

4. Enter the email address for the custodian and click OK

s The new email address is only saved within the current case

5. Repeat for as many email addresses as you wish to enter

Modifying a Custodian’s Email from Within a Hold

You can modify an email address for a custodian from within a hold in the same window. To
do so:

1. Inthe Hold Custodians tab the list of custodians in the case is displayed

L
emiove Custodizn = 40 Reset Cistodian
. Ohpbeme. . verfeble Braled Rewen. St Aistame . DiRh Lestlene
8 Ken lones : _ . ones
%9 Geoff Skillet B . Emafl S... | Geoff Skitlet
@ Larry Waller Email .., | Larry Waller
G Tt Mot

Ernaif 5...  Joff
. W Sharan Watking . Erratl ...

S e S i cristodiay

el st

Filtse a0 Dloar.

.

| Py el Adress
 hen nas@leaihold ncal
.

U
LB GO R e )

1 o 4 1870844BR06DCBOCDDYBEDS
ld.local | D2ZAF4DODDCIEDN

P -

larry.
jeff.

Bichutt
Watking

EF
90B47AIBOBCAET4ERZE621D4E4CADFIBE

302697 7FOAO720439F6F 7ASDABRAZ4D2

Sharon sharon,

Figure 4-53 Hold Custodians tab
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2. Double-click on a custodian name

s The list of email addresses belonging to that custodian displays

Bdit N Delete
[ Empil Bddresses : Emiall Addrese L as Undeted
4 08, 2008 11:59:47 AM

Figure 4-54 Custodian email address(es)
3. Select (blue-check) the email address you wish to modify
4. Click Edit

s The Custodian Email Address dialog displays showing the current address

Emall Address

{ oK ] ‘ Cancel i

Figure 4-55 Modify a custodian email address

5. Change the email address for the custodian and click OK

s The modified email address is only saved within the current case

Copyright © 2011 Guidance Software, Inc. May not be copied or reproduced without the written permission of Guidance Software, Inc.

ED_002272_00000008-00074



Creating a Hold

69

REMOVING A CUSTODIAN FROM A HOLD

You may have cause to remove a custodian from a hold before a hold notification is sent. To

do so:
1.
2.

Hold Custodiang”

S.
6.

Go to a hold within your current case

From the Cases tab on the Legal Hold home page, double-click on the desired case name
s A list of holds in the case appears

Double-click on the desired hold

Open the Hold Custodians tab

e The list of custodians in the case displays

- Rermove Costidian Y Resst Chstodian Email

Disploy Hiarne Verifisble « Empiiad Bocpon. Siate
B Ken Jones s . Emall e
% Geoff Skillet Email S...

-
@1 Larry Waller »

Filtar ) iClaar
Fhstiame

 Ken

Geoff

Larry

Jeft

Sharon

Jntials st Name

Jnnes
Shillet
Waller
Bchutt
Watking

P Emaladte. AL .
benones@iegeliold locsl | EARSHTLELUDDIAEORAEVREAR THEGCCE
geoff = 18 BOCDDYSEDS
D2AP4DODDCIBNB4BBDBEINEBFGEIBCEF
SOB4TAIROBCAEFAEB2E21D4E4CADFIBE
FO2GATIFIADT2CABGFEETASDABSAID2

* Emmit ... | tatry walier@legathold local
eff,

shars

B Jef Motut
“«% Sharon Watking

* Ermai S... locat

* Email 5.

Figure 4-56 Remove a custodian from a hold

Select (blue-check) the custodians you wish to remove

Click Remove Custodian

s The custodians are disassociated from the hold

s They remain a part of the case and global list of custodians

NOTE: You can only remove a custodian from a hold before a hold notification has
been sent to that custodian.
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Lesson 5

Hold Notifications

SENDING HOLD NOTIFICATIONS

After you have constructed the hold in Lesson 4, Creating a Hold, you have a variety of options
for notifying the target custodians. You can send the hold to all custodians, newly created
custodians, or newly updated custodians.

You can also set recurrence options that will remind custodians of the hold. You can always add a
custodian to the hold regardless of the state of the hold. However once the hold notification has
been sent to a custodian, you can no longer remove that custodian from the hold. You would need
to formally release that custodian, which is covered in this lesson.

If an email notification has not been received or read or if a custodian needs to resubmit their
answers for some reason, you can reset the custodian and resend the notification email.

Previewing a Hold Notification

Before sending the hold notification, it is common to wish to preview it as it will be going to
many custodians and will be part of the legal record. To preview a hold notification:

1. Go to a hold within your current case
2. From the Cases tab on the Legal Hold home page, double-click on the desired case name

s A list of holds in the case appears

Fedule Resncrse TestHud Erdil Praview e ol
- . Locked  Volidate Costodians. - Schedule Reminder  Resboise Beminder - Reply e iiidiess = Hotes Ghth
Motification for SECv. MegaC,.. s Hone | Wone  enol@legaibold locsl Tier | custodians 3%&‘-51%3893144%512{&68%0171@
‘

ton for SEC v MegaC... Hone Hone loca Tier2 i GEDD241] FASHIDEIFEUB3EY
Hone Hone foca Tier 3 2 E21560CCSFBE3A4CATOCHRBOTLFIT

Figure 5-1 Preview a hold notification

3. Select (blue-check) the hold you wish to preview
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4. Click Preview

s A new browser window or tab opens showing the hold notification as it will appear to

the custodian recipients

oles. - 0

Please be advised that the legal department requires your assistance with respect to
preserving corporate information in a pending legal matter, Electronically stored data in
your pogsession or control is an important and irreplaceable source of evidence in this
matter. The lawsuit requires preservation of all information that may be potentially
relevant untll & termination notice Is sent from this department.

The information that is subject to the hold includes:

This hold includes, but is not imited to, e-mail and other electronic communication,
word processing documents, spreadsheets, detabases, calendars, telephone logs,
contact information, Internet usage files, and network access information. Employees
must take every reasonable step to preserve this information until further notice from
the legal department, Therefore, do not delete any documents from your computer
until we have complated preserving all potentially relevant documents and emails on
your computer. Faillure to do so could result in extreme penalties against the
Corporation. If this correspondence is in any respect unclear, please contact
{designated coordinator] at [phone number],

To facilitate this preservation obligation, starting at ory itis
requested that you keep your assigned computers in a powered on state until a
termination notice is sent from this department, We will be scanning your computer and
collecting potentially relevant documents pursuant to this matter. Pleasse confirm that
your computer is connected to the network by a network cable during this period, A
wireless connection is not acceptable, You may logout for security purposes when you
are not at your workstation, but do not restart the computer after that date! A
connection loss for any reason will delay the completion of this litigation hold and may
require us to take physical possession of your computer to complete the collection.

(uestions for Custodian

Hawve you read the Purpose and Scope of Litigation Hold (also referred to as Record
Hold Order 08-0012) in its entirety?

@ives
o

Do you understand the scope of the preservation obligations set forth above?

Figure 5-2 Previewing a hold notification
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Sending a Hold Notification

When you have finished previewing the hold notification and making any edits or adjustments,
you are ready to send the hold notification to the custodians. To send a hold notification:

1. Go to a hold within your current case
2. From the Cases tab on the Legal Hold home page, double-click on the case name

s A list of holds in the case appears

nai) B Sehiadule Reminder A Sehetiile Redronse TestHald Ermail Fréview
Locked - Valdate custndianie  Schiadile Benider Besponse Rediinder | Bepl To Address lgtes : G

.« ione  Hone legai@iegathoid local fkififa’rl‘a:modz‘ma 205

OiEsanaom ptson Tt

- | Hone hone hold.boc Tier 2 4800241 AS47ASOLDBZFE0BIE,
2 P yotification for SEC v. MegaC... Hone Mong ! thisl al T3 EZ156000SFRATAGCATGUDRBUPLFIL

Figure 5-3 Select the hold(s) to send

3. Select (blue-check) the hold(s) you wish to send
4. Click Email
s The Send Hold dialog appears

| [ tand to All Custodians

| U Send to Hewly Added Custadians

; . Send to Recently Updated Custodians

f oK } %Qance} i

Figure 5-4 Send the hold to the custodians

5. Select one option for sending the hold notification:

s Send to All Custodians — Sends the hold notification to all custodians currently
associated with the hold

s Send to Newly Added Custodians — Sends the hold to all custodians that you have
added since you last sent this hold notification

s Send to Recently Updated Custodians — Sends the hold to all custodians that have
had any information changed since this hold notification was last sent

6. Click OK
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Sending a Hold Notification to Specific Custodians
You may need to send a hold notification to only specific custodians. To do so:

1. Go to a hold within your current case

2. From the Cases tab on the Legal Hold home page, double-click on the case name
o A list of holds in the case appears

3. Double-click on the hold name

4. Open the Hold Custodians tab

s The list of custodians in the case displays

EoEmall

R Claar ]

Disolay lame iarifisble  Ermafled Heopon. o Slate o Pdfane . Jobels e Name Primary Emall Address = 00 oGumD i .

4 xen Jones . Emals. ken enes . lenionesaleceloldlocsl  BARSISACAUDIAEDSIEREARIERSCL)

2 4B Geoff Shillet - Eroalt 8., | Geoff Shiflet geuff, Jon 18; DCROCODISEDS
L @Lam Yialler - Emall 5. | Larry Waller larry. wealler loval | D2AF4LODDCISORBEDSEINGRFGHINCER
4 ”ﬁ(ﬁ Jeff tictiuit . Email 5. [ Jeff ckiutt jeff. al | SORAPASBOBCAEP4ERZE2IDAE4CADFOBE
1'% 4B Sharon Watkins * Email S... | Sharon Watking sharonwatkine@legathold... | 3026077F0AO7 2CA30F6F7ASDABEAIADZ

Figure 5-5 Sending the hold to select custodians

5. Select (blue-check) the custodian(s) to whom you want to send the hold notification
6. Click Email

s The hold notification is sent to those custodians

RESENDING A HOLD NOTIFICATION

There might be circumstances that require resending a hold notification. Some examples include:
¢ The email was sent but not received
e The custodian submitted incorrect answers to the questions and needs to change them

e A custodian’s officemate mistakenly responded to the email, so the custodian needs to
enter the answers personally

e The custodian has been released accidently from the hold

To resend a hold notification, an administrator can reset the custodian’s status. The notification is
resent automatically.

A custodian can only be reset if the custodian has submitted answers or has been released from
the current hold.
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Resetting a Custodian
To reset a custodian:

1. Go to a hold within your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name
o A list of holds in the case appears

3. Double-click on the desired hold

4. Open the Hold Custodians tab

s The list of custodians in the case displays

sl

sod Costodiang thove Costodian 47 Beser Custodiany i ToEier Clear:

ispiay Hame ofible Eodiled medoan o Steie . FusiNaind o foale LadiWame o Primdny Emall adderes LoGHD -
i Ken Jones - . bmals. Ko 5 Jones Jenjonestleaslholdloral | EARABISACSDDIAESSIETEELE BSR 0y
B Geoff Shiliet - Bl 5., Geoff Shillet geuff.ki tddocal | 420D888FA18 DUBICHE
‘ @Lam éaller > - Ernall ... | Larry Waliar larry eeatter@l W joval | DRAF4DODDCSS0R4BR0GE 24 F
Y Yol Mottt - 0 Eramil 5... | Jaff ettt jeffmenutt@legaltoll local | SDB4TAIBOBCAEPIER2621DAR4CADFOBE
15 4 Sharon Watking . * Email ... | Sharon Wathing sharon.watkine@legalhold... | 3026077FOAQTZUATOF6F7ASDAREAIDZ

e S e e

Figure 5-6 Resetting a custodian

5. Select (blue-check) the custodian(s) you wish to reset
6. Click Reset Custodian
o The checked custodian’s state is reset to Assigned
s The hold notification is automatically resent

o The custodian can resubmit answers
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RECURRING HOLD NOTIFICATIONS

A hold can be configured to automatically send recurring reminders to custodians to ensure that
the custodians do not forget that they have agreed to retain documents according to the
requirements of the hold. These reminders may be required by the court or by corporate policy.

¢ Recurring reminders do not remind the custodian to submit their answers to the hold; they
simply remind the custodian that they are still subject to the hold. However, you can set
up a Response Reminder, covered later in this lesson.

e Recurring reminders also remind the custodian that they are still subject to the hold.

¢ Recurring reminders are sent only to those custodians subject to the hold. Released
custodians do not receive the reminders.

e There is no need for the custodian to reply to the reminder in any way.

You can create a standard subject line and text for all recurring reminder emails. Once created
this subject line and text is automatically used for all reminders you send out.

Setting a Recurring Notification Schedule
To set a recurring notification schedule:

1. Go to a hold within your current case
2. From the Cases tab on the Legal Hold home page, double-click on the desired case name

s A list of holds in the case appears

TestHold Eniail Preview.
i e ocked - Welidate Costudians: Schedile Baminde Eponse &em@aﬁgr: | Reply To addives o Hotes : o o
Notification for SEC v, Megal... o ‘ Hiane Hone loel@leanihold locsl | Tier | custodians J0SFDIFSHED 1440051 S0ERDAT)

2 notification for SEC v Megall. Hone Hore Z e Tier 2 i BBOD241 47450 IDETFE0BIE,
3% yotification for SEC v. MegaC... Hone Hone foral Tier 3 E21BB0CCSFRASA4CATOCOBRDTLF !

Figure 5-7 Open the case

3. Select (blue-check) the hold(s) you wish to send on a recurring basis
4. Click Schedule Reminder
s The Set Recurrence Schedule dialog displays
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Figure 5-8 Set the reminder recurrence schedule

5. Select the options you require
» Reminders can be configured on either a weekly or a monthly basis:
o  Weekly — Reminders can be sent on the specified day(s) of the week, every week

- For example if you wanted to send a reminder to the custodian every Friday,
you would select Weekly and then check the Friday checkbox

o Monthly — Reminders can be sent on the specified day of the month for the
selected month(s)

-~ For example if you want to send a reminder to the custodian on the first of
every month, select Monthly, type the number 1 in the Day box, and check
the checkbox next to the name of every month

- If you want to skip a monthly reminder, clear the checkbox next to that
month

- Ifyou wish to send a reminder every second month, check the boxes next to
the months in which you wish to send the reminder
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s Select the time the reminders should be sent by specifying the Hour and Minute and
selecting either AM or PM

o Base the time you select on the time you wish the email to be sent from your
EnCase® Legal Hold server

- The time you enter should therefore be the server’s time not necessarily your
local time or the local time(s) of the recipients

NOTE: Some servers may not be adjusted to compensate for Daylight
Savings Time. If you are in doubt about the server’s time settings,
contact your network administrator.

- The current time of the EnCase Legal Hold server is shown in the dialog for
your reference

6. When done, click OK

NOTE: The schedule for a recurring notification can be modified after a hold
notification has been sent.

Creating Standard Subject Lines and Text for Reminders

To create standard subject lines and text for reminders, you need to be logged in as an
Administrator or be assigned the right to configure EnCase Legal Hold. When you have the
proper permissions:

1. From the Legal Hold home page, click the Configuration tab

¢ The Configuration window displays

Besponse Reminder

Sener tlame Pt Awbenliaton | Usemame | lestTested
ocalhost B Avnymous L Thu, Mar 05, 2008 10:59:17 A

Figure 5-9 Configure a reminder email
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2. Click Reminder

s The Reminder dialog appears

Email Subject

Fraview

Figure 5-10 Reminder dialog box

3. Enter the subject and text for the recurring reminder email
4. Click Preview to preview the reminder

s A Send Preview Email dialog displays

Figure 5-11 Send Preview Email dialog box
s Enter the email address to which you want to send a test email
e Click OK

o The email is sent to the email address you entered

5. Click OK to create the reminder
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Reminder Email Example

The content of your reminder email will be unique to your case and organization, and you should
obtain the verbiage to be used from your Legal Department. The following is an example of a
reminder email and is not intended to be legal advice.

Email Subject Example
**REMINDER*** - Legal Hold

Email Text Example

This is a reminder that the Office of General Counsel requires your assistance with respect to
preserving corporate information in the above-referenced matter. Electronically stored data is an
important and irreplaceable source of discovery and/or evidence in this matter.

The lawsuit requires preservation of all information from the Corporation’s computer systems,
removable electronic media, and other locations relating to this investigation. This includes, but is
not limited to, email and other electronic communication, word processing documents,
spreadsheets, databases, calendars, telephone logs, contact manager information, Internet usage
files, and network access information.

Employees must take every reasonable step to preserve this information until further notice from
the Office of General Counsel. Failure to do so could result in extreme penalties against the
Corporation. If this correspondence is in any respect unclear, please contact [designated
coordinator] at [phone number].
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REMINDING CUSTODIANS TO RESPOND

Using Legal Hold, you can create and schedule response reminder email notices to all custodians
who have not yet responded to your hold notification.

Creating Response Reminders

To create a response reminder:;
1. From the Legal Hold home page, click the Configuration tab

s The Configuration window displays the interface below

2epe lae . Per Guthedtioton | Usewene  lastiedled ;
cathngt 25  Bnonpnous , Thu, Mer s, 2009 1050117 A

Figure 5-12 Configuration tab

2. Click Response Reminder

s The Reminder dialog appears

g Priview ! Cancel [

Figure 5-13 Reminder dialog box
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3. Enter the subject and text for the response reminder
*  You can copy and paste formatted text from Microsoft Word into Legal Hold

o Most formatting is preserved exactly, however, some formatting such as tables
and bullets may have to be slightly adjusted

4. Click Preview to preview the response reminder

s A Send Preview Email dialog displays

Cmall Address

[oc ]

Figure 5-14 Send Preview Email dialog box

s Enter the email address to which you want to send a test email
s Click OK
o The email is sent to the email address you entered

5. Click OK to create the response reminder

Scheduling Response Reminders
To schedule a response reminder:

1. Go to a hold within your current case

o From the Cases tab on the Legal Hold home page, in, double-click on the desired
case name

s A list of holds in the case appears

Sehediile Rerider Sikedule Reduonse
ame  Locked - valdste Custodions . Sehedule Renrnder Response Reminder - Reply To Address = e

1 yotficolion for SEC v, MegaC.., | s b Hone lemiBleonioldiocs Tiert custodions 30AFDI4RBOD1449051208RD001 71T
Hotification for SEC v. MegaC.., Hong Hone ocat | Tier 2 i GRODZALE FASUIDEIFLOBIE
jon for SEC v. MegaC... Hone Harie i 1§ i focal Tier ¥ EZ1560CCSFEERA4CATOCOBBLTCF7L

Figure 5-15 Holds in the case
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2. Select the hold for which you want to send custodians response reminders
3. Click Schedule Response
s The Set Recurrence Schedule dialog displays

| Conone

& Weekly
] 2unday [ Twednesday I Gnturday
I IMenday U Thursday

‘ [ Tuesday [l eriday

Lo Monthly

‘ Day

2 aM

Ciem

| tiote: The specified time 12 on the Server,

The current time is; 03/23/09 05.48:56PM
==
Figure 5-16 Set Recurrence Schedule dialog box

4. Select the options you require
» Reminders can be configured on either a weekly or a monthly basis:
o  Weekly — Reminders can be sent on the specified day(s) of the week, every week

- For example if you wanted to send a reminder to the custodian every Friday,
you would select Weekly and then check the Friday checkbox

o Monthly — Reminders can be sent on the specified day of the month for the
selected month(s)

-~ For example if you want to send a reminder to the custodian on the first of
every month, select Monthly, type the number 1 in the Day box, and check
the checkbox next to the name of every month

- If you want to skip a monthly reminder, clear the checkbox next to that
month

- Ifyou wish to send a reminder every second month, check the boxes next to
the months in which you wish to send the reminder
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s Select the time the reminders should be sent by specifying the Hour and Minute and
selecting either AM or PM

o Base the time you select on the time you wish the email to be sent from your
EnCase Legal Hold server

The time you enter should therefore be the server’s time not necessarily your
local time or the local time(s) of the recipients

NOTE: Some servers may not be adjusted to compensate for Daylight

Savings Time. If you are in doubt about the server’s time settings,
contact your network administrator.

The current time of the Legal Hold server is shown in the dialog for your
reference

5. When done, click OK
NOTE: The schedule for a recurring response reminder can be modified after a hold notification
has been sent.
ADMINISTRATOR ALERTS

Once a hold notification has been sent out, you can send an alert to selected administrators
showing the following statistics:

e The number of custodians who have replied to the hold notification

e The number of custodians who have looked at the hold notification but have not
replied

]

The number of custodians who have neither looked at the hold nor responded

Hold Response Summary Report (SEC v. MegaCorp Notification 1}
& admin@@sec.com
Yo:stepher@company.con

Response Summary Report

Generated

0B/03/08 0111540

Case

SEC v MegaCorp

Case GUID:

SCFEOF 7430BEE04TATFAF2CTFE0R7220

SEC v MegaCorp Notification 1

ki

Not Responded
Viewsd
Responded
Totat

Wiew Custodizas

Figure 5-17 Response summary report to administrator

When the recipient of the alert clicks the View Custodians link, Legal Hold displays all the
custodians in the hold.

NOTE: Custodians may have to enter their credentials to open the View Custodians link.
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Creating a New Recipient for an Alert
To create a new recipient for an alert:

1. Go to a hold within your current case
s From the Cases tab on the Legal Hold home page, in, double-click on the case name
s A list of holds in the case appears

2. Double-click on the hold name

3. Open the Alerts tab
s A list of all recipients for the hold's alerts displays

el
le " Edit’- Wiew . Higkory. . Bookenarks. . Tooks - Helg

e g

et vinied R Golong Seaitan i test Hendias

I

Bl Renesh lreport Cheend Al B peciivance

L G e o Erodl e . Renanente Tyge !
1 4 Ken Jones ke breemisnaleli e sl ek E
13 g Sharon Willizms sharon, diocal Konthly [

i3 A Larry Weber farry. weber@lagakold. lncal Hore: ‘

] |

!

Figure 5-18 Alerts tab

4. Click New Recipient
s A Create Alert dialog displays

Emeil Address

Figure 5-19 Create Alert dialog box

5. Enter the correct name and email address for the recipient you want to add and click OK

Copyright © 2011 Guidance Software, Inc. May not be copied or reproduced without the written permission of Guidance Software, Inc.

ED_002272_00000008-00093



88 Hold Notifications

Sending an Alert

To send an alert:
1. Go to a hold within your current case
s From the Cases tab on the Legal Hold home page, in, double-click on the case name
s A list of holds in the case appears
2.+ Double-click on the hold name
3. Open the Alerts tab
o A list of all recipients for the hold’s alerts displays

Fle " Bt View - Higtery. " Buokmarks - Tools " Hely,
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st visied @ Getting Sharted: 1 atast Hesdines

Skt e

i Seriddlerts ' B Rectirence.
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0% gienlores Clen premhshabi sl Dkl

2 6 Sharan wiliams sharon.willams@iegathold.focal tiorty

g 4 tarry Weber farvy.weber@ipgahokd.locat Hore

Figure 5-20 Alerts tab

4. Select all intended recipients by blue-checking the box beside each name
5. Click Send Alerts

s An email is generated and sent to the recipients, showing the Response Summary
report

s Clicking the View Custodians hyperlink at the bottom of the email displays all the
custodians in the hold

NOTE: Custodians may have to enter their credentials to open the View Custodians
hyperlink.
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Scheduling an Alert

Go to a hold within your current case
1. From the Cases tab on the Legal Hold home page, in, double-click on the case name
s A list of holds in the case appears
2. Double-click on the hold name
3. Open the Alerts tab
e A list of all recipients for the hold’s alerts displays

7 e gt Yiew " Higtory . Bookmarks ©Tools. - Help

faet Vished 3 Guttg Shaned U Catest Haadines

Herlitence:

, G S G il addises o Reneine Tine
A Ken Tunes ke oresoieoahold ocal ekl
A4 Sharon Willarms sharen.wiliams@legathold. local Mariiily
A Larry Weber Sarry weber@egakold.local Nore

Figure 5-21 Alerts tab
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4. Click Recurrence

s The Set Recurrence Schedule dialog displays

| Ultione

| Gl weekly
[ sunday [ IWednesday [l saturday
[ mondey Ul Thuredey
[l Tuesday [l Eridey

| L monthly

Day

M
Coem
| lote: The specified time is on the Server.

The current time is; 03/25/08 U5:48:56FM

[ox ] [conel

Figure 5-22 Set Recurrence Schedule

5. Select the options you require

s Alerts can be configured on either a weekly or a monthly basis

]

Weekly — Reminders can be sent on the specified day(s) of the week, every week

- For example if you wanted to send a reminder to the custodian every Friday,
you would select Weekly and then check the Friday checkbox

Monthly — Reminders can be sent on the specified day of the month for the
selected month(s)

-~ For example if you want to send a reminder to the custodian on the first of
every month, select Monthly, type the number 1 in the Day box, and check
the checkbox next to the name of every month

- If you want to skip a monthly reminder, clear the checkbox next to that
month

- Hyou wish to send a reminder every second month, check the boxes next to
the months in which you wish to send the reminder
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s Select the time the reminders should be sent by specifying the Hour and Minute and
selecting either AM or PM

o Base the time you select on the time you wish the email to be sent from your
EnCase Legal Hold server

- The time you enter should therefore be the server’s time not necessarily your
local time or the local time(s) of the recipients

NOTE: Some servers may not be adjusted to compensate for Daylight
Savings Time. If you are in doubt about the server’s time settings,
contact your network administrator.

o The current time of the Legal Hold server is shown in the dialog for your
reference

6. When done, click OK
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Notes
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Lesson 6

Custodian Releases

RELEASING A CUSTODIAN

A custodian is considered to be held afiter physical acceptance of the hold notification. This
typically requires the act of submitting a questionnaire or other notification document. Therefore
we consider a custodian to be held only after they submit their responses to the notification. Some
cases may require only one notification be sent. Other cases may require recurring notifications.

A custodian is not released from a hold until a release notification is sent. The custodian does not
have to respond to the release notification in any way for the release to be in effect. The only
requirement is that a release be sent.

Creating a Release

Creating and sending a release is very similar to creating a hold. You cannot create a release until
you have sent out the hold notification.

To create a new release:
1. Go to the releases for a hold within your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name

a) A list of holds in the case appears
3. Double-click on the desired hold
4. Click the Releases tab

®- bdd Releasss 9 Edit i Test Release Erall 4y Preview  Bier ) Claar

o Releases L Naieg . , . Reply 1o Address ; liotes - : Guid

Hotification for SEC v, MegaC... tegal@legalhold.local Ther 1 custodians 7BBB1512C4006F4EBEBDEAZROSCI7ROC
Wotification for SEC v MegaC... tegal@legathold.local Tier 2 custodians B53ESOFIEFSOAS4ERRFSFISSNCFDIR4E
Notification for SEC v, MegaC,.. legal@legathold.local Tier 3 custodians EIB7CIZFBEZAS7406944DDG3E40208780
Notification for SEC v Mega(. legal@legathold.local Tier 4 custpdians FSFREERIIETF4ABCOOFIFPEROTTOF

Figure 6-1 Open the holds for a case
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5. Click New
s The release dialog displays

[o ]

Figure 6-2 New Releases tab

6. Fill in the name of the release and any notes

7. The Reply-To Address is the email address from which the email will appear to be sent
when mailed

8. Click Preview to preview the release
9. Click Test Release Email to preview and test the release

s A Release Email Test dialog displays.

[ oc ] [concel ]

Figure 6-3 Release Email Test dialog box

10. Enter the email address to which you want to send a test email
11. Click OK. The email is sent to the email address you entered
12. Click OK

e The release is saved and associated with the hold
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Adding an Existing Release to Your Case
You can use a hold in the Hold Library as a template for a new release.

To add an existing release to your case:
1. Go to the releases for a hold within your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name

s A list of holds in the case appears
3. Double-click on the desired hold
4. Click the Releases tab

s | watiﬁmtm foF SEC 1. MenpCorn 1 Bal, .

cleases| | & Aleits|
Teat Relbase Email

Fraview

Locked Heply To Address liotes Guld . ,
legal@legalhold.local Tier 1 custodians TBEEL312C4006F4EBERDGAZBOSCIZE0C
legal@lagathold. local Ther 2 custodians BS3ESOFREFIOAS4ERBFSFOSS0CFDIBAE
tegal@legalbold local Tier 3 custodians E1B7CIZFREZASTAGY44D05IE40I0E780

| legai@iegalhald.jocal Tier 4 i | 94F5FE FaAR B

Figure 6-4 Open the hold to add a release

5. Click Add Releases

s The Add Release from Hold Library window displays

EnCas Lega! Hold : 0 for SEC . MegaCom 1 Beleases | Add By fom Hold Library
AddReessefromioidlbraryl 0 L

Report ol Ok XK Caricel e Clear
Hold ubrary. | home . Voldate codindens | Reolr o address o = . e
Hotification for SEC v. MegaC.. ‘ lepzialegalhold ol Tier 1 custodinns | E4DBSUGEATIEBEAIBR1504B136E06AD8

‘ ek, Hiotification for SEC v, MegaC... legal@legathold.local Tier 2 custodians  FFCDOOB4L 596204FBSSA93FDFCFS§§30
Wotification for SEC v. Megall... legal@legathold.local Tier 3 custodians FOCEDBFASEZ72B4CAGDAIODIEEIFOERZS
Hotification for SEC v Megall... legal@legatholddocal Tier 4 custodians | 1BBI0GAFSDOSSAABOFIOTIOF4BCAESDE

4 wotfication for SEC v. Magat... fegathold. local Tier 5 custodians | FS1DBTI04D1 CIAMBI8TATIVEDDIFEIDL |

Figure 6-5 Add a release to the hold

6. Select the hold you wish to add as a release and click OK
s A copy of the hold is created as a release and associated with the case

NOTE: Any changes you make to the hold in the Hold Library will not affect the
copy you have just associated with the case. This enables you to use the
same source hold for several cases simultaneously.
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Modifying the Name or Reply-To Address of a Release

If you need to modify the name or reply-to address of a release:
1. Go to a release for a hold in your current case
2. From the Cases tab on the Legal Hold home page, double-click on the desired case name
o A list of holds in the case appears
3. Double-click on the desired hold
4. Click the Releases tab

Add Releases 9 Ed il 7 Test Release Emall Preview:
Yome . lLodked Reply Topdoress . e

éotiﬁiatgon for SEC v, 'Pé&gaCym legal@legathold.local T;er 1 custodians ‘ 7BBB1512C4006F4EBEBDAAZBOACITEOC |
dtification for SEC v, MegaC... tegal@isgalhold local Tier 2 custodians BSIESOFUEFOOAO4ERRFSFOSSOCFDIBAE |
otification for SEC v MegaC... legal@legathold.local Tier 3 custodians EL1B7CI2FBE2AST46944DDE3E4D208780

# Hotification for SEC v. MegaC. legal@iegathold.local Tier 4 custodi S4FSFREESZIETFAASCOUFIFTER07TOFE :

7

Figure 6-6 Open a hold to modify the release

5. Select the release you wish to edit
6. Click Edit

s The release dialog appears, displaying the release’s current information

HNotification for SECv. MegaCorp 1 (1)

Reble 1o Address

Figure 6-7 Edit the release information

7. Change as needed
8. Click OK

s The changes are saved
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Creating Release Email Subject, Body, and Notification Text
To create release email subject, body, and notification text:

1. Open a release for a hold in your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name
s A list of holds in the case appears

3. Double-click on the desired hold

4. Click the Releases tab

5. Double-click on the desired release

Meantorp ) Hold

Motice Text

Figure 6-8 Open the release to add the notification text

6. Double-click on a row

s A text box displays

} oK ’ Eﬁana:ei g

Figure 6-9 Enter the notification text
7. Enter in the subject, body and text, one at a time, and click OK after each entry.

s  You can also copy and paste formatted text from Microsoft Word into Legal Hold

o Most formatting is preserved exactly, however, some formatting such as tables
and bullets may have to be slightly adjusted
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Modifying Release Email Subject, Body, and Notification Text

If you later need to modify release email subject, body, and notification text:
1. Open a release for a hold in your current case
2. From the Cases tab on the Legal Hold home page, double-click on the desired case name
s A list of holds in the case appears
3. Double-click on the desired hold
4. Click the Releases tab

5. Double-click on the desired release

+ Rows for the email subject line, email body, and notification text display in the
Notification Text tab

[ otification Text) ¥hRalease Citodians [ Relesse Ouesione
NetfeationTed 4Ty .

TUEE ADVISEDT ¢ Legal Hold otfication

| Ernedl Body Please be advised that the Office of General ..

Hotice Taxt Please be advised that the legal department r.

Figure 6-10 Open the release

6. Double-click on the row containing the text you wish to modify

s A text box displays displaying the current information

Please be advised that the legal department requires your
assistance with respect to preserving corporate information
in a pending legal matter. Electronically stored data in vour
| possession or control is an important and irreplaceable
| source of evidence in this matter. The lawsuit requires
| preservation of all information that may be potentially
: | relevant untll a termination notice is sent from this

| cancet |

Figure 6-11 Edit the release notification text as needed

7. Make your edits and click OK
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SELECTING RELEASE CUSTODIANS

You are now ready to add custodians to the release.

Adding a Custodian to a Release
To add a custodian to a release:

1. Open a release for a hold in your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name
s A list of holds in the case appears

3. Double-click on the desired hold

4. Click the Releases tab

5. Double-click on the desired release

6

Open the Release Custodians tab

Hobification Text 4y Release Cusmdiansé
- £ A Tustdiang :
4 Reluase Ciistadians: . Display Hanie Verfistile. Emailed Respon. Siate: o BircENAme Thitiale Last Hanis Prirary Emall Addross
Brenones L eewd ke e kenesibgiolionl | EAMETSALSODISEOME
d.

7 45 Genff Skiliet * Assigned | Geoff Skillet eoff.ski

Figure 6-12 Open the Releases tab

7. Click Add Custodians

o The Add Custodians window displays, showing all custodians in the hold

. Ueperbeme. oifbs Benled Remon. . o6l Bitene el eeNane . Bman Bnedaddess o
1 '-%’5 Ken Jones » . Emel Sent Ken Jones ke onesilenalhold lncal EARIBZSALIODDIAT05AT TEEAR LSS
2 98 Geoff Stllet - Emaif Sent | Geoff Skiltet ff. kil fpcat 1870844 B0D6DCB0CHD0E
3 U Larry waller * Email Sent. | Larmy ‘wealler tarry il Incal | D2AF4DODD g h
-

% Jeff Mcutt Email Sent | Jeff PACHitE jeff. locaf | SOB47AIBOBCAEZ4ER2621D4EACADF
Emazil Sent | Sharon wathing sharon, b, | 302607FFBAOTICAISFAFTASDABGAT

v
*

Figure 6-13 Add custodians to the release

8. Select (blue-check) the custodians you wish to add to the release and click OK

s The Add Custodians window closes and returns you to the previous screen
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Removing a Custodian from a Release

If you later need to remove custodian(s) from a release:

1. Open a release for a hold in your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name

s A list of holds in the case appears

Double-click on the desired hold
Click the Releases tab

Double-click on the desired release

S AW

Open the Release Custodians tab

4. Retease Costodian
vt I i Costordians
s Releage Cigtadiang

Display Hane Werfiable © Emaled . Bedpon. Shate

W1 98 Ken Janes P Azcioned

53 Geoff Sidliat . Assigned

Bl ) Hobifieation for Sed

- .
Ren . Jones
Geoff Skiltet geoff.

Pripigry Emall Address

kenjonbeoienalhnidinesl | E
1

Figure 6-14 Open the release custodians to remove selected

7. Select the custodian(s) you wish to remove from the release

8. Click Remove Custodian

s The selected custodian(s) are removed from the release

NOTE: You can only remove a custodian if that custodian has not yet been sent

the release.
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CREATING RELEASE QUESTIONS

You can send questions to the custodians if desired when sending them the release notification.
You can only add, remove, or change questions or notification text if you have not yet sent the
release.

Creating a New Release Question
To create a new release question:

1. Open a release for a hold in your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name
s A list of holds in the case appears

Double-click on the desired hold

Click the Releases tab

Double-click on the desired release

A

Open the Release Questions tab

s The list of existing questions, if any, displays

Release Questions ‘ , Mame .. - . Twe | DislmOider
4 Purpose and scope  Have you rend the Pirpose and Scope of Lt Multiple Choice
44 Understand scope Do you understand the scope of the preserv... | Multiple Choice

Understand records retention pelicy Do you understand HotMe's Records Retenti,., | Maltiple Choice

Store documents on desktop Bo you store do on your deskiop co... | Multiple Choice

Store documents on laptop Do you store documents on your laptop corm... | Multiple Cholce

i

| Store documents on emait Bo you store documents on E-mail (including...  Multiple Choice
f

Store docurments on externat drives Do you store documents on externs! hard dri... | Multiple Choice

Store docurments on external medis Do you store documents on external media {.. | Multiple Choice

4 Store documents on opticat media Do you store documents on optical media (... | Multiple Choice

Store documents on mobile B you store documents on your Blackberry, ... Multiple Choice

L A N BB R =R E~-R L= -

|

Store dot it ol equip B you store documents on personal equipm... | Multiple Cholce

Figure 6-15 Open the Release Questions
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7. Click the New button

s The Create Question dialog appears

e = A > -

i Do you store any data on your company deskiop
1| computer?

Figure 6-16 Enter the question data

8. Fill in the fields
s Give the question a name

o You can also copy and paste formatted text from Microsoft Word into Legal
Hold

- Most formatting is preserved exactly; however, some formatting, such as
tables and bullets, may have to be slightly adjusted

s Type the text of the question itself in the text box
o You can copy and paste formatted text from Microsoft Word into Legal Hold

- Most formatting is preserved exactly, however, some formatting such as
tables and bullets may have to be slightly adjusted

s Select the question type

o You can determine the set of answers for multiple choice questions in the next
steps

- Multiple-choice questions can only have one answer; questions do not have
the option to select all

- Open-ended questions allow the custodian to enter any answer they want;
they are not constrained to a predefined set of choices

9. Click OK
s The new question is created
10. If you have created a multiple-choice question, double-click on the new question

s The Choices window displays
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11. Click New
s The Choice dialog displays

Figure 6-17 Choice dialog box

12. Fill in the fields

s  Give the choice a name

o Type the text of the choice itself in the text box
13. Click OK

s The new choice is now associated with the question

Adding an Existing Question to a Release
You can add an existing question to a release:

1. Open a release for a hold in your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name
s A list of holds in the case appears

3. Double-click on the desired hold

4. Click the Releases tab

5. Double-click on the desired release
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6. Open the Release Question

s tab

s The list of existing questions, if any, displays

= Add Cestione

‘ . e
‘ (sl Purpose and scope

Femove Ouestions

4 Understand sCope

| ﬁwe Yol ré&d t%m Pﬂfmﬁé ahﬂ émp&“éf Lm :
bo you understand the scope of the preserv...

Mowe Doy

o
Multiple Choice |
wultiple Choice

Fi
| Dy oider

lter ) Claar

W& Understand records retention policy

Do you undersiand HotMe's Records Retentl...

tMultiple Cholce

4l Store documents an desktop

B you store documents on your desktop oo,

Wultiple Choice

Wil Store documents on laptop

Do you store dotuments on your laptop com...

Multiple Cholce

Wit Store doruments o emal

Do you store do

on E-mail {including

Choice

D

43l Store documents on external drives

Do you store docurments on externat hard dr...

Multiple Cholce

Store documents on external media

Do you store documents on external media (...

whultiple Choice

Wil Store documents on optical media

Do you store docurments on optical media {C...

tultiple Choice

i store documents on moblle

D you store documents on your Black

¥y e iple Choice

44l Store documents on personal equipment

Do you store docurments o personal equipm..

L - NN BN =N E-R =N -] -

Multiple Cholce

Figure 6-18 Open the release questions

7. Click Add Questions

¢ The Add Questions window displays, showing the list of questions currently in
the case

il e Cusstions
1 Purpose angd scope

Hold

i mﬁm%mn fo‘fés%i‘v.

) Understand scope

Hotification for SEC w.

Megatomp |
MegaCorp 1

Tent

‘ Hiwe yﬁu zéaa ﬂua Purm A swpa éf Utx

Do you understand the scope of the presery.

Clest
e
Milule Choice
Mudtiple Choice

o Filtar

understand records retention poticy

for SEC v,

Store documents on laptop
Store documents on ermail

Store documents on deskiop

A Stare documents on external diives

Hotification for SECw.
for.SEC v

MegaCorp i

Do you anderstand Nothe's Records Reten

MagaCorp.1
Megatomp 1

Da you store documents on your deskiop 0...

Do you store doch OFF YOUr [Bptap Con.

Muttiple Chaice
HMultiple Cheice
Multiple Choice.

Hotification for SEC w.

MegaCorp 1

B0 you store docurnents on E-mall (ncuding.

bintification for SEC v

Store
i Purpose and scope

ents on externa media

for SECw.
for SECw.

Megalorp 1
Megalorp L
Megalorp 1 {1}

Do you store documaents of external bard dit.,.

Do you store doruments on external madia {,
Have you read the Purposs and Scope of L

Muitiple Choice
Multiple Choice
Multiple Choics
Mudtiple Choice

Understand scops

il Understand records retention poficy

Hotification for SEC .
: Wotification for SEC v,

MegaCorp 1 {;‘3
Megalorp 111}

Do you understand the scope of the presery,
D you understand Nothe's Records Retentl,

Store

ents.on deskiop

for BEC v

Megalorp 1 (1}

Dy ol store docu

o your deskiop ..

'm@ Btore nents o laptop

for SEC w.

fegalorp 1 {1}

Do you store doc oft your laptop £oft.,

Buttiple Choite
Muitiple Choice
Multiple Choice
Multiple Chice

Store documents on emall

Store ¢

Store domuments on.external drives
ents on external media

Hotification for SEC v,
Hotification: for SEC v
for SEC v

MegaCorg 1 (1}
Megatom'1.{1}
Megalorp 1 {1}

Do you store documents oo E-maif [including. .

Do you store documents op external hard dn,

Multiple Choice
wultiple Choice

D you store

on axdemst media ..

Multiple Cholce

i Store documents on aptical media

Hotification for SECw.

Megalorp 1 {1}

Do you store documents on optical media {C...

Multiple Choice

Store.documents on mobife

for SECw.

for SEC .

:z.ﬁ Stare o1 p
i furpnse and scope

MegaCorp 1 {1}
Megatorp 1 {1}

Do you store

for SECw.

Megatorp 3 {1}

an your e
Do you store documents on persaral équipmt...
Have you read the Purpose and Scope of Lith...

Mudtiple Choice
Multipls Thoice
Multinle Choice

i Understand scope

Notification for SEC v.

MegaCorp 271}

Do you understand the scope of the preserv.,.

Hultiple Choice

Undarstand records retention policy

for SEC w.

i Store documents on desktop

for SECw.

Megaltory 3.1}

Do you uniderstand Hothe's Records Retentl,..

D0 you store.

on your deskiog o..

Mudtiple Choice
Muttiple Choice

Megalorp 3 {1}

D yous sk

Figure 6-19 List of case questions

Huttiple Chob
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8. Click the Question Library tab to see a list of questions in the global library

&4 puestion Library

Purpose and scope

Understand scope

. Have you read the Purpose and Scope of Lit
Do you understand the soope of the presere..

Mumpie ‘Chme:e

Understand records retention policy

Do you understand NotMe's Records Retenti...

Multiple Choice

Store docurnents on desktop

Do you store doc on your d 0.

Multiple Choice

b Store docurments on laptop

Do you store documents on your laptop com...

Multiple Choice

Store docurnents on email

U you store documents on E-mall (inchuding,..

Store documents on external drives

Do you store documents on external hard dri...

Multinle Choice
Multiple Choice

Store documents on external media

Do you store documents on external media [..

Multiple Choice

% Store documents on optical media

Do you store docurents on optical media [C..,

Store documents on mobile

Do you store docurments on your Blackberry, ...

Multiple Cholce

Store dotu or per

Do you store documents on personal equipe,

:

1
Multiple Choice
Multiple Choice

Figure 6-20 Question Library

9. Select the question(s) you wish to add and click OK

s The selected questions are added to the currently active release

Removing a Release Question

You are able to remove a release question if necessary:

1. Open a release for a hold in your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name

s A list of holds in the case appears
3. Double-click on the desired hold
4. Click the Releases tab

5. Double-click on the desired release
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6. Open the Release Questions tab

s The list of existing questions displays

e It 2 add Ouestions emove Qlestiong “hiclear
e o T o e Daoie

Purpose and scope Hewe you read the Burpose and coopoof LIt  Wiltiple Choice.
gt Understand scope tultipte Chioice
3 1@ Understand records retention policy Do you understand Nothle's Records Retentl... | Multiple Choice
. wl Store documents on desktop Do you store documents on your deskiop co... | Multiple Choice
sl Store ducuments on lsptop Do you store documents on your laptop com... | Multiple Cholce
tfultiple Choice

Do you understand the scape of the preserv...

‘ ol Store documents on email
‘ il Stere dotuments on external drives Do you store documents on extersal hard dri.. | Multiple Choice

Wi Stove documents on external medis Do you store documents on external media (...
‘ wilh Store documents on apticel media Do you store documents on optical media (C... | Moltiple Choice
: il Store documents on mobile Do you store documents on your Blackberry, ... Multiple Choice

Do you store rits an E-rradt (in

Multiple Choice

L R - - AN - - =

45! Store documents on personal Do you store nents on persorsl equipm...  Multiple Choice

Figure 6-21 Release Questions

7. Select the question(s) you wish to remove
8. Click Remove Questions

s The questions are removed from the release but remain stored in the Question Library

SENDING A RELEASE

You are now ready to send the release to the appropriate custodian(s).
To send a release:
1. Go to the releases for a hold in your current case

2. From the Cases tab on the Legal Hold home page, double-click on the desired case name

s A list of holds in the case appears
3. Double-click on the desired hold
4. Click the Releases tab

Sl Releases f i et Release Ermall s Freview
Hame ‘ Feple To Addrecs Motes ‘ . Gud -
Hotification for SEC v, Megal... legal@legalhold.local Tigr 1 custodians 7BBB1512C4006F4EBEBDOAZBOSCITBOC
Hatification for SEC v. MegaC... legal@iegathold. local Tier 2 custodians BSIESOFUEFUOASERRFSFISSUCFDIRAE |
i Notification for SEC v. #Megal... legalgbliegathald.local Tier 3 custodians EIBFCI2FREZATI460944DD53E40298780
otification for SEC v, MegaC... | i G4FSFBEEGZIETF4ABCOGFIFTEROZIOFE |

Tier 4 custodiang

egal@iegathald.loca

Figure 6-22 Select a hold to send the release
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5. Select the release(s) you wish to send
6. Click Email
s The Send Hold dialog appears

i Send to All Custodians

) Send to Newly Added Custodians

' Send to Recently Updated Custodians

Figure 6-23 Send the release

7. Select one option:

s Send to All Custodians — Sends the release to all custodians currently associated
with the release

s Send to Newly Added Custodians — Sends the release to all custodians that you
have added since you last sent this release notification

s Send to Recently Updated Custodians — Sends the release to all custodians that
have been reset or have had any change of content information since you last sent this
release notification

8. Click OK

s You have now released the custodians from the hold
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Lesson 7

Reporting from EnCase® Legal Hold

REPORTING OVERVIEW

You can create a variety of reports in EnCase® Legal Hold (Legal Hold). Clicking the Report
button on any screen gives you a list of reports currently available to you.

Reports in Legal Hold are case based. Reports show only information relating to the currently
active case.

You can generate any report in Legal Hold in either RTF or HTML format. To do so:

o For RTF reports a dialog displays with a link to the new report after the report is
generated

our Custodian Job History Heport is ready.

Right click the link below and select Save to downlaad your report:

Figure 7-1 Link to RTF report

o Right-click the link to download and save the report to an appropriate location

o Click Close to cancel without downloading the file

¢« For HTML reports a new browser window or tab displays the report after it is generated

Copyright © 2011 Guidance Software, Inc. May not be copied or reproduced without the written permission of Guidance Software, Inc.

ED_002272_00000008-00119



114 Reporting from EnCase® Legal Hold

AUDITING AND LOGGING OF INFORMATION

Legal Hold audits and logs the legal hold process to provide several detailed reports, which are
available to you and your legal team.

Hold notifications
¢ Custodians added to hold

+ Custodians removed from hold

+ Custodians reset in hold

+ Hold answers submitted by custodians

+ Hold notification email sent to custodians

+ Hold notification viewed by custodian (via clicking on link)

Releases
¢ Custodians added to release

+ Custodians removed from release

« Release notification email sent to custodians

+ Custodians released from hold

« Release notification viewed by custodians (via clicking on link)
+ Release answers submitted by custodians

« Custodians reset in release

Custodians
¢ Custodian’s email addresses added in the case

¢ Custodian’s email addresses deleted in the case

¢ Custodian’s email addresses modified in the case

We will now review how to generate the reports.
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CURRENT VIEW REPORT

The current view report is available from any screen that shows a Report button and contains all
selected (blue-checked) items in the table part of the contents of the screen you are currently
viewing.

Releases Report
SEC v. MegaCorp | Notification for SEC v. MegaCorp 1
Generated: Wed, Mar 11, 2009 11:37:524M

Motification for SEC v. MegaCorp 1 (1} legal{Blegathold local |Tier 1 custodians |7BB81512C4006F4EBEBDSAZBOLC1TE0C E

Motification for SEC v. MegaCorp 2 {1} legal@@iegalhold local |Tier 2 custodians |BSIESIFIEFIIASMERBFEFI550CFDMBAB g

Motification for SEC v. MegaCorp 3 (1} legal@legathold local |Tier 3 custodians |E1BTCI2FBEZASTA6944DD5IEADZ98T80 ié
i

GAFSFBEEYIPETFAABCYIF IFTRBOTTOFE

-~ s

Hotification for SEC v, MegaComp 4 legal@ilegalhold.

ocal |Tier 4 custodians

s s

Figure 7-2 Output of the current view report

Generating a Current View Report
To generate a current view report:

1. Inany screen select the item(s) to be included in the report
2. Click Report
s The Generate Report dialog displays

Repoit Tyoe
15 Print Current View
7 Hold Summary Report
" tustodian Answers Report
(! Response Summary Report

Dutput

Figure 7-3 Generate Report dialog box

NOTE: This dialog displays reports that are currently available based on the screen
you are viewing.
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3. Ifnot already selected, choose Print Current View
4. Select your preferred output format and click OK

s The status of your report generation appears in the bottom left of your screen

% Generating Report: (0% Complete)

Figure 7-4 Report generating

HOLD SUMMARY REPORT

The Hold Summary Report is an executive level overview of one or more holds. It provides you
with information about the hold, when it was sent out, how many custodians are affected by the
hold, the status of the custodians, and the statistical breakdown of how they answered the
questions in the hold.

This report is available when you are working in the holds area and provides information for all
selected items.

Hold Summary Report

Generated:  Wed, Mar 11, 2009 11:44:4000

Case: BEC v. Megalom

Caze GUID: 82505A24E31E2048A3CETRDIFE4BFSDE

Hotification for SEC v. MegaCorp 1
Hold GUID: 30AFTMF4BE93 144995 1206B0B0171BF2
Croated O3/06/09 06:05:12PM

Custodians
Total &
Emailed: 2
Viewad 0
Submitted: 0

Custodians

i

i Wiewed: () Submitted: (0}

Answer Statistics
o answers have been submitied

Hotification for SEC v. MegaCorp 2
Hold GUID: 6B0D241E00F 3A947AS0MDETFE0BIBTS
Crested 0306/ 06:03:13PM

Figure 7-5 Hold Summary Report
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Generating a Hold Summary Report

To generate a hold summary report:
1. Go to a hold within your current case

2. From the Cases tab on the Legal Hold home page, double-click on the case name

s A list of holds in the case appears

z : sl TEst il L Fripview
lamme o todked alidate Custodiane - Schedule Peminder - Besponge Reminder - Reply To Addiese Hotes

* Wotification far SEC v, MegaC... . Thane  Hone lecolbiegalboldlorsl | Tl | custodions EDAFQ11—‘4%931449951213639\391?1&
ton for SEC v Megac... Hone Home ok Ther 2 i GEODZ4L TASGLDETFEOEIE,
intification for SEC v, MegaC... Horie Hong sl Tiers i E21560CCHFBERA4CATOCOBBOTCRTE

Figure 7-6 Holds tab for report generation

3. Select (blue-check) the hold(s) to be inciuded in the report

4. Click Report
s The Generate Report dialog displays

Report Type
Pt Current View
1% Hold Summary Report
O custodian Answers Report
' Response Summary Report

Outnut
L T
LORTE

E Cancel ]

Figure 7-7 Hold Summary Report dialog box

NOTE: This dialog displays reports that are currently available based on the screen
you are viewing.

5. Choose Hold Summary Report
6. Select your preferred output format and click OK

s The status of your report generation appears in the bottom left of your screen
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CUSTODIAN ANSWERS REPORT

The Custodian Answers Report contains the details that are summarized by the hold summary
report. It provides you with a breakdown of every answer by every custodian in the hold. It
presents the details in an organized way to facilitate easier analysis.

This report is available when you are working in the holds area and provides information for all
selected items.

Custodian Answers Report

Generated: Sat, Jun 27, 2008 12:22.36FM

Case: SEC v. MegaCorp

Case BGUID: B412A5FSF DTBDE4BACIBBTBEI422BF22

Neotification for SEC v. MegaCorp 1
Hold GUID: CFACADE10D0BSF 4682F 1 208E303CE97E

i
|
.
|
|
i
i
|
[
£
i
i
[
i
:

Jack Morton [3CCAZYBCE4RA2047818FFEGBA12B50AD No Yes Yes Yes Yes ‘fes Yes Yes Yes Mo

Marta. Singer, DBSBF B7 A7 DBEGS4DADBO3SBDOBEA103F NG, L only |Yes Yes Yes Mo Yes Yes No o Mo
store
documents
at work.

Tyler Durden| C1DA34FIEEBRTELGAE 122087 46726144 [No. The  [Yes Yes Yes Mo e Yes No No Mo
only
places |
keep
corporation
documents
is onomy
company
computer
and share
folder

Figure 7-8 Custodian Answers Report

Generating a Custodian Answers Report

To generate a custodian answers report:
1. Open the desired case
2. From the Legal Hold home page, click the Cases tab
3. Double-click on the case name

¢ You are now in the selected case

158

- iMeme o torked valdate Cudtodians Schedule Reminder: | Response Reminder | Beply To atfdress Motes U
Notification for SECv, Megall., | & Hane Hone legaimienatboid ool Tier & custodians | 20AFDIFABBAS1A40051 0REDR0T

] tification for SEC v. begaC... tione Hone z ‘ toca Ther 2 i BRODZAL! SOTDE7FEOBIY
3% yotification for SEC v, MagaC.. Hone Hong Tier 3 (s EZISR0CCSFREIA4CATUCOBRITTFZL,

Figure 7-9 Holds tab for Custodian Answers Report
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4. Select the hold(s) to be included in the report
5. Click Report
s The Generate Report dialog displays

Figure 7-10 Custodian Answers Report dialog box

NOTE: This dialog displays reports that are currently available based on the screen
you are viewing.

6. Choose Custodian Answers Report
7. Select your preferred output format and click OK

s The status of your report generation appears in the bottom left of your screen
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RESPONSE SUMMARY REPORT

The response summary report shows all custodians who have:
e Answered the hold notification
¢ Viewed but not responded to the hold notification

¢ Neither viewed nor responded to the hold notification

This report is available when you are working in the holds area and provides information for all
selected items. This report is also sent with any alerts you may choose to send to select
administrators.

Hold Response Summary Report (SEC v. MegaCorp Nofification 1)
admini@sec.com

v stephen@ompany Com

Response Summary Report

Generated: | 08/03/08 (1 11.54PW

Case: BECv. Megalomp
Case GUID: | 3CFBOFT43DBASI4TATFAFZCTFBOBT22Y

SEC v. MegaCorp Notification 1

Hold GUID: | 9CBD54B8IEEAECB4ZAI0TFOABACAZOFE]

Response Summary

ot Emalled 1
Hot Responded |3
WViewed g
Responded 1
Total 5

Yiew Custodiang

Figure 7-11 Response Summary Report

To generate a response summary report:
1. Open the desired case
s From the Legal Hold home page, click the Cases tab.
» Double-click on the case name

o You are now in the selected case

Srheduls Reminder 29 Sehsdule Rednonss
G San Locked . Welidate Costidichs: . Schidiile Reriinder . Recponse Rersinder . ReplyTolddress . Hotes i : - o
fication for SEC v, Megal... o Hope Hone legalzleaninald lucsl | Tier § cusiodians . BUAFDIFGBR031449051 2060080 71&/

2 notification for SEC v Megall. Hone Hone thold focal i BROD241 A4 ZASOLDETFEOBID
3% yotification for SEC v. MegaC... B Harm fegat | ¢l GOOTSFRAZAACAZDCIRBD 7RI

Figure 7-12 Holds tab
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2. Select the hold(s) to be included in the report
3. Click Report
s The Generate Report dialog displays

Report Type
L Print Current View
© Hold Summary Report
I Custodian Answers Reporr

) Responze Summary Report

Chtout
WMl

Figure 7-13 Generate Report dialog box

NOTE: This dialog displays reports that are currently available based on the active
screen.

4. Choose Response Summary Report
5. Select your preferred output format and click OK

s The status of your report generation appears in the bottom left of your screen
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CUSTODIAN HOLD HISTORY REPORT

The Custodian Hold History Report provides a detailed timeline of all hold-related activities for a
given hold. This includes when a custodian was added to the case or added to the hold, when
email notifications were sent, when a response was sent, when the custodian was added to a
release, among other hold-related information. The information in this report spans all holds in a

case for the selected custodians.

This report is available when you are working in the Case Custodians tab of the case.

Custodian Hold History Report
Generated: Sat, Jun 27, 2009 12:45:26FM
Cage: SEC v, Megalomnp
Cage GUID,  B412A5F5F D7EDS4BACABETEEIA2ZBF 22
Jack.Norton
GUID,  3CCA7BCEAB4ZD47B18FFEEB412650A0

ue, Jun 16, en Hotification for SEC v, C C
07.31:56PM MegaCarp 1 97E
Mon, Jun 22, 2008 Hold email sent Student Motification for SEC v, CFAC3DB1000B5FABE2F 1298EYDICE
04:45:53PM MegaCorp 1 97E
Mon, Jun 22,2008 Hold viewed Student Motification for BEC v. CFACIDB10DUBSF4682F 1298E503CE
0545 16PM MegaCorp 1 97E
Mon, Jun 22, 2008 Hold viewed Motification for BEC v CFAC3DB10D08SF4682F 1298EDDICE
05:46:05PM WegaCorp 1 97E
Mon, Jun 22,2008 Hold viewsed MNotification for SEC v. CFAC3IDB10D0BSF 46E2F 1208E9D3CE
06:09:13PM MegaCorp 1 97E
Mon, Jun 22, 2008 Hold submitted GSI Nutification for BEC v CFACIDET0D0BEF4E82F 1208EB0D3CE
06:11,21Pm Mack Morton MegaCorp 1 9FE
Mon, Jun 22, 2008 Hold email sent Student Motification for SEC v, CFACIDEI0DOBSFAGE2F1298E903CE
08 33.10PM MegaCorp 1 o7
Tua, Jun 23, 2009 Added to release  Student Release Motification E433A7 EFERAABEARBAESEBCTEDT
07:22:18PM A431
Tue, Jun 23,2009 Released Student Notification for SEC v, CFACIDBI0DOBSF4RE2F 1298E9D3CE
07.25:18PM MegaCarp 1 97E
Tue, Jun 23, 2002 Release email Student Release Notification E433A7 EFEBAABEARBAESZEBCTED?
07:25.18FM sent A4
Thu, Jun 25, 2009  Release viewed Student Release Motification E433A7EFEB4ABEABRAELR2EBCTEDY
03:43.37PM A431
Thu, Jun 26, 2008  Release viewed Release Motification E433A7 EFEBAABEABBAESZEBCTEDT
0347 21PM A4
Thu, Jun 25,2008  Release viewed Release MNotification E433A7 EFEB4ABEAGBAES2EBCTERT
04:01:30PM Ad31

Figure 7-14 Custodian Hold History Report
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Generating a Custodian Hold History Report

To generate a custodian hold history report:
1. Open the desired case
2. From the Legal Hold home page, click the Cases tab
3. Double-click on the case name

e You are now in the selected case

Ernail s B Srhearile Reminer 9 Shedole Respionss i Fifgr Ciear ’
ocked: - validate Comodians. - Schedula Bemindel - Responge Repsinder . Feoly To address Hates Rump
. Hone Mg kega}@iega!iwid Jocal e osedane 3%5&1?48&931449?4512%30801 .
o Tier2 i 6BOD241 FASGIDB7FEORIE
Tier 3 ane | EZ1560CCIFEBIA4CATOCOBBDICFID

% Worification for SECv, Magat., Hone Hane
S notification for SEC v, MegaC... Hone Hong 7

Figure 7-15 Holds tab for a Custodian Hold History Report

4. Open the Case Custodians tab

¢ The list of custodians in the case displays

Case Lusnbdions

dd Clsidians
Cose Custadions: Dgspiay Hame - verfiable FistName Tiilels - Cestilarne . Primary Erail Addiess | Created - %
: . kv Jones Uenjonesmisnebiold sl Moo Mar Oy, 2008 11 srse aﬁma?sm:?eom&&mnewwsﬁwz |
7z ‘-% Geoff Sh fat- Geoff Skillet off. cal | Mon, Mar 09, 2009 11:5¢ . AZBOE 18 0
. 6 Larry Waller Larry Waller Iy eealier Mo, Mar 09, 2008 115025 .., D2ZAFUODDCISDE4BEDIEI0GEFEERELER
4 BB 3eff Mctiut Jeff Mehutt jeff. i focal | Mo, Mar 09, 2000 11:56:38 ... | S0B47AIBDBCAETAE D4E4CADFIRE
{45 48 Sharon Watking Sharon Watking h 1 Won, Mar 09, 2009 11:56:53 ... | 30Z6077F0AI720430FGFTASDARGARANT

Figure 7-16 Select the custodians for the report

5. Select (blue-check) the custodian(s) to be included in the report
6. Click Report

s The Generate Report dialog displays

Heport Type
1 Prink Current View
S custodian Hold History

Qutpm:

Figure 7-17 Custodian Hold History Report dialog box

NOTE: This dialog displays reports that are currently available based on the screen
you are viewing.
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7. Choose Custodian Hold History
8. Select your preferred output format and click OK

s The status of your report generation appears in the bottom left of your screen

CUSTODIAN JOB HISTORY REPORT

The Custodian Job History Report is an executive summary report on how much data has been
collected in a particular case organized by jobs. It provides statistics on all the collection and
processing jobs in a given case organized by custodian.

This report is geared for EnCase® Command Center users, and is related to collection only. For
more information, please refer to the EnCase Command Center User’s Guide.

This report is available when you are in the Cases tab.

Custodian Job ﬁiStOl’y Repmt
Generated: Mon, Mar 23, 2008 D116:07PM

SEC v. MegaCorp
Case GUID:  7903433A64DF 1FAFBDB2BYS429AT 18594
Cage Crested: Mon, Mar 23, 2008 12:29.45P0

Custodians
Hame: Beerman, Nick
GUID: FOFBT2D2C2ZAADES4B1TBAAINTABES0

Files {1 1 4 4824 1793 KB 128.76 WB
Mail 10 4 0 2 08 0B

tame: Faherty, Russell
GUID: BDE000BCCE4BD64FIDFEET355F 748204

§333KB  |386.20 MB
Wil |0 7 0 0 0B 08

S s

Figure 7-18 Custodian Job History Report
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Generating a Custodian Job History Report

To generate a custodian job history report:

1. Open the desired case

2. From the Legal Hold home page, click the Cases tab

. e - o B e
1‘ 7 betive Thu, Mar 05, 2009 1&3‘: 10036 Al
2 B Closed Thu, Bar 05, 2000 10:10:36 aM
A Thu, Mar 05, 2005 10:10:36 A . S

A SEC ¥, MegaCorp Thiy Mo 05, G000 1008 20 A BRI M EOhaEn CRTED ESIDEDE
Tong v, Miller Corporation Thw, Mar 05, 2009 11:08:22 AM BASCESEIF 1AESS456F47CR4ERLBDEER3
§ Basil v, Skillet Thu, Mar 05, 2009 11:08:31 &M 1794F9419C00B3429205 404 168E7R59E
Johnison, Inc. v, Watking Thiy, Mar (05, 2009 11:08:43 4M UBFFECM0SB36024 78300 C26F015FIES

Figure 7-19 Case view for Custodian Job History Report

3. Select the case you wish to use in the report
4. Click Report
s The Generate Report dialog displays

Bepont Tyoe
) Print Curtent View
(5 Custodian Job History Report

Output
Tl
CirrE

Figure 7-20 Custodian Job History Report dialog box

5. Choose Custodian Job History Report
6. Select your preferred output format and click OK

s The status of your report generation appears in the bottom left of your screen
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Notes
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Notes
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